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17 September 1958

MEMORANDUM FOR: Deputy Director (Support)
SUBJECT: Records of Uncompensated Overtime

1. This memorandum discusses the problems of eccunmulating records of
unconpensated overtime worked by Agency personnel and the probable values
of such information. Recommendations are contairned in paragraph 7.

2. ASBUMPTIONS

a. It is assumed that uncompensated overtime should be limited
40 whole hours of work in excess of the basic workweek for which no
compensation is granted as additional pay or as compensatory leave.
Fractional hours immediately preceding or following the workday should
be disregorded since individual preferences of means of transportation
would account for some uncompensated overtime which would be of ques-
tionable value to the Agency.

b. ©Such a record should also be regiricted to staff ¢ype individ-
uels vho are subject to a definite workweek. Individuals serving
under contract are not always subject to a L0 hour week and should
be excluded for this reason.

¢. Uncompensated overtime which should be reported would include
official business of the Agency performed outside of the basic 40 hour
workweek such as (1) additionel office work, (2) meetings with agents,
(3) escort dutiec, etc. Overtime required for travel other than escort
duties and for study in connection with Agency-sponsored training’
should be excluded.

3. POTENTIAL USES

a. It would be of value to have an analysis of the relationship
betwveen overtime for which compemsation is mede and uncompensated over-
time, as defined hereln, by GS Grede level and type of work, and by
allotment companent. Such data could serve ac a basals for studying
the possibility of establishing an Agency premium pey plan similar to
that used by the FBI for its agemts. Specific Sypes or groups of per-
sommal found to be engeged in considerable overtime, both compensated
and uncompensated, might be considered for such a special pay plan.

b. Statiitics of this type would provide some indication of the
extent of the career-interest of Agency staff personnel in promoting
the mission of the Agency.
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¢. These data could be of value at budget hearings with the Bureau
of the Budget or Congressional Comittees. Hours of uncompensated over-
time could be cited as representing specific savings to the Agency
from the viewpoint of the dollar savings computed at the spplicable
overtime rates or on the badis of hours worked converted to the man-
year equivelent in lieu of sdditional personnel, It is pointed out,
however, that the use of these data in budget hearings or otherwise
outside of the Agency would have to be done with a considerable degree
of caution. Once particular statistical date are made available, they
may be requested frequently thereafter and become & requirement even
though the cost of continued sccumilation may not be Justified by the
value of the data. Also, date in some cages might be less favorable
than anticipated and be disadventageous to the Agency's objectives.

d. The value of obtaining information on the hours of uncoupensated
overtime worked would be limited scmewhat by the extent thet information
on compensated overtime would also be available or obtained for compara-
tive study. Informstion is available on tebulated card recerds for
personnel at headquarters paid from vouchered funds with respect to
hours of compensated overtime worked. Uncompensated overtime hours
could be compared with these data, whereas the same cennot be accomplished
under present manual peyrolling methods for personnel at field locatione
paid from vouchered funds or for personnel paid from confidentia) fumds.
T4me and attendance reports from the field for employees pald from
confidentisl funds are received at headquarters cne to three months
lete which makes it impractical to accumulete accurate dsta in the
peyroll unit with respect to the hours of compensated or uncompensated .
overtime worked by the affected employees in this group.

4, USE OF SIMILAR DATA BY FBI

The Federel Bureey of Investigation has recorded uncompensated overtime
for its sgents for meny years. Informally, it has been learned that the FBI
obtains its information from daily work records on its agents which are
separate fram the usual time and attendance reports. Suwmnary reports are
prepared monthly from the dally work reoords which are used to substantiate
the contimuance of premium pay to agents who work an average minimum of
overtime. The records on the FEI agents are not a part of any payroll
records, nor are they tabulated by machine. Recorda of uncompensated over-
time are not kept on FBI clericel personnel as they generally are paid for
ell overtime or granted campensatory leave.

5. DISCUSSION
a. The potentisl value to the Agency of ptatistice obtained 28 a

mansgement tool should be weighdd against the cost to the Agency of
assembling the informetion. Two general methods are evailshle for
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accummlating the data reported from Agency headquarters and field
camponents namely, meanual swmarizations or machine tebulations.

Under either method the accumulation would not necessarily require
edditions]) personnel because the work could be spread over individuals
at various organizational levels so that it would affect only a frac-
tion of time of each individual concermed., If the mummarirations were
to be performed by tebulating mechine processing of individual reports,
and assuning 1000 reports each bi-weekly pay period showlng uncompen-
szted overtime, it 1s estimeted that the cost of swmarizing would be
$1000 per year. This cost, of course, would be in addition to that in-
curred zt a1l jevels for (1) establishing the oversll procedure,

(2) primting of forms snd instructions and (3) preparing and handling
the individual reports.

b%. Any method for accurmlaeting the informmtion should be designed
to obviate possible damaging aspects to employee morale as to its
potential use ageinst them. A record showing the complete work history
for an individual for a given period could be used by some supervisors
ag an indicetion of the person's interest, or lack of inbersst, in his
Job. A supervisor could impose certain minimms of uncompensated over-
time a5 a oriteria for pramotions or merely to create a more favorable
record for himself as & supervisor. Records by individuale would not
be espentlal at an Agency laval unless it were determined to utilize
such records on an individual employee basls to support the granting
(o continuation) of a premium pay plen for selected typea of personnel.
Howaver, records by grades would be of interest and of value %o pin-
point the type of persomnel in a particular compenent which is contrib-
uting uncompensated overtime and the class of positions occupled by
such contributors.

¢. The individual employee's reasction to & requirement for this
type of record could affact its accuracy. For example, an individual
mey report an off-hand estimate of his time worked which would be
influenced by whether he wes intercsted in making an impression or
trying to glve an honest account of the time. A record maintained for
each individual on a day to doy basic would probably give best results.

d. The impact on Agency personnel of a new reguirement for data
cn overtime should be carefully comsidered. A new report would be
added to the already heavy burden being cerried by those individuals
both st headquarters and in the field who are contributing uncompensated
overtime, This would appear to be contrary to the effort to eliminate
and simplify paperwork and reports whenever possible. A strong and '
gpecific need should be evident to Justify a decision to collect these i
data. : \

6. METHODS SUGGESTED

a. A raport separate from regular time and attendance reports or
other payroll records is believed to be the best method to acquire
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information on uncompensated overtime. The use of the present Form 20,
Time and Attendance Report, for this purpose would tend to alow down
the payrolling process. The method which appears to be moat appropriate
would congist of providing a special report form which would be the ,
individual's dally record for one or more bi-weekly periods. The indi-
vidual report would be collected periodically and swmarized by the
component to which the individual is aesigned since it would be the
office primarily interested in the accumulated time of 2 particular
individuel. Summary reports would be submitted to a central office

for mamal or machine tabulation on & gquarterly or annual basis, as
found nesccasary.

b. The method described in the preceding paragraph could also be
used for personnel overseas who are paid from confidentisl funds. Each
gtation could collect reports from individuals and send a summary report
to Headquarters. Since statistics are not available at Headquarters
for overseas employees on houre of overtime paid and compenmsatory time
granted in lieu of cash payment, the reports on uncompensated overtime
would have more value if the stetions would algo include these addi-
tional Gate in the summary reports.

T. RECOMMENDATIONS

a. It is the basic view of this office that the proposed data
would be of doubtful value in this Agency unless it were to be obtained
on & restricted basis for a very specific purpose, such as a premium
pay plen for selected types of personnel. Notwithsianding the fore-
going, if a2 determination is made that information on uncompensated
overtime ig necessary, it is recommended that:

(1) A separate type of report for the collection of information om
uncompensated overtime be developed since the present time and
attendance reports for both vouchered and confidential funds
payrolls are deemed unsuitable.

(2) A trial run be conducted for e period of three to six months in
one or more specific officees or components where it is known that
sonsiderable uncampensated overtime is performed. Datea thus
compiled and experlence obtained would provide a basis for deter-
mining, (a) whether the value of the date to the Agency a2& a whole
would be such as to Justlify the cost of developing end adopting
an Agency-wide plan, (b) how mmch detail should be reported, and
{c) the form in which the deta should be presented in order to be
most valuable to Agency officials.

E. R. SAUNDERS
Comptroller
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